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WELCOME TO TURTLE ROCK PRESCHOOL

We are pleased that you have chosen to enroll your child at Turtle Rock Preschool. We
are committed to providing a strong developmental program within a warm and supportive
environment enabling children to grow to their best potential. We appreciate your trust and look
forward to getting to know both you and your child. We encourage your comments and
suggestions, and have an “open door” policy.

TURTLE ROCK’S PHILOSOPHY:

Our school is developmentally oriented following a strong academic curriculum with primary
emphasis on the individual child. Our classrooms are center-based with new activities planned
regularly. Rooms are designed so that children have numerous choices within an environment of
maximum learning. Teachers act primarily as facilitators, encouraging and supporting children in
a wide range of activities. We encourage a strong partnership between the home and school.

TURTLE ROCK’S GOALS AND OBJECTIVES:

To provide opportunities for being with other children in a setting conducive to the
development of wholesome social relationships.

To provide appropriate play experiences that contribute to the developmental needs of the
child.

To provide opportunities for meaningful play that is based on the child’s individual needs,
interests, and abilities. Opportunities will be provided that will build important foundations
for future reading skills and other academic pursuits such as science, math, technology
and languages.

To provide opportunities for the development of academic skills within an integrated day,
recognizing that each child comes to learning with distinct interests and drives that builds
skills in different ways and at varying rates.

To provide a warm, supportive environment for children where they receive the nurturing
and continuously positive reinforcement they need to develop to their full potential.

Handbook and Policy Revisions: Turtle Rock Preschool reserves the right to revise, delete
or supplement any provisions of this handbook when Administration deems such changes
appropriate. Policy changes will be posted in the front office for 30 days or mailed if
appropriate.



STAFF:

We take a great deal of pride in the quality and selection of our staff. They are selected not only
for their educational background and work experience in the field of Early Childhood Education,
but also for their personal qualities of warmth, empathy and the ability to relate positively to others.
Turtle Rock Preschool is a large school with approximately 30 staff members. In order to give the
parents the opportunity to communicate frequently with staff, a system has been established with
Wing Coordinators at each age level, as well as, a full time Director and Assistant Director. Wing
Coordinators meet monthly with the Director and Assistant Director and also report weekly
through written reports. Parents are encouraged to discuss concerns and make suggestions
either with their child’s room teacher, Wing Coordinator, or Administration.

A TURTLE ROCK TEACHER

A Turtle Rock Preschool teacher is a mature and professional person who has made a long-term
commitment to children. He/She has a pleasant and happy personality and is dependable and
punctual.

The Teacher’s approach is to be a facilitator of learning. He/She realizes that children learn best
by doing things themselves by using all their senses. The teacher is not an entertainer or “boss”,
but a supportive adult who guides children toward independence and self-confidence.

He/She realizes that early childhood education at Turtle Rock Preschool is developmental. The
teacher knows his/her children well and is aware of the needs of each individual child. He/She
plans her curriculum to meet those individual development needs.

A Turtle Rock Preschool teacher is creative. He/She is flexible, imaginative and knows how to
stimulate children. He/She can read a book or sing a song that captures the attention of the
children. He/She loves music, dancing and is spontaneous in the classroom. He/She tries new
ideas and does not get discouraged when an activity doesn’t “go over well” with his/her class.

He/She is cheerful, warm and expressive and works to build a positive self-image of each child in
the class. He/She strives to make every part of the day pleasant and meaningful.

The teacher has high standards and is eager to help and learn from others. His/Her enthusiasm
spills over to the other staff. He/She is interested in professional growth and participates in
ongoing training when offered. He/She is interested in the success of Turtle Rock Preschool and
other teachers. He/She is eager to take on more responsibility and aspires to grow with Turtle
Rock Preschool.




CURRICULUM:

Our curriculum is designed to give children the opportunity to explore a wide range of
developmentally appropriate activities within a warm and supportive environment. It provides a
balance of activities in the following areas: indoor/outdoor, active/quiet, individual/small
group/large group, large/small motor, child initiated/staff initiated.

A wide selection of developmentally appropriate materials is available
for infants, toddlers, preschoolers, and school-age children. Staff
provides alternating activities using different materials on a daily basis.
Time is scheduled for children to interact with one another and with the
materials provided.

The curriculum provides hands-on activities enabling children to achieve
the following goals: develop a strong sense of self, develop respect for
children from varied cultures, develop health and safety practices, strengthen small and large
motor skills, encourage language development, and encourage the development of independence
and the ability to think and reason.

WEEKLY THEMES

Every month, Turtle Rock Preschool Administration will distribute a general curriculum guide to
parents. This curriculum will be broken down by weekly themes within each month. This calendar
will also include Turtle Rock Preschool special events, Parent Meetings, Kid’'s Night Out dates. In
addition, each classroom will post detailed weekly curriculum and daily “Today We Did” messages
outside the room.

PARENT RELATIONS AND PARTICIPATION:

Parents, family and friends are invited and encouraged to visit or call the school anytime. We also
welcome any talents that you would like to share with us. We encourage parent conferences with
your child’s teacher or the Director. Periodically we schedule guest speakers.

Communicating: Parents and children will be greeted warmly each day. State regulations
require that parents physically walk their child to their designated classroom and sign
them in and out on the school attendance sheet in their full legal signature. The staff will
communicate any policies, procedures or any concerns regarding their child to the parents.

Parent Involvement: Families are encouraged to participate in program activities and provide
input on a regular basis. Parents can help their child by expanding on school learning at home.
Parent involvement can include many options, including: volunteering in a classroom,
accompanying children on field trips, collecting materials for children’s projects, donating books or
toys, contributing to the newsletter, fundraising projects, help with field trips or helping to prepare
for special events.

Confidentiality: Please note that it is our responsibility to keep information that parents share
with us regarding themselves or their children confidential. Parents can schedule appointments
with the Director or Assistant Director to discuss personal situations that affect their child.

ATTENDENCE:

If your child is enrolled in the morning or all day program, we encourage you to bring your child
early enough to benefit from the activities that are planned in the morning. Many of the stimulating
and enriching activities planned for the children occur between 9:30 — 11:30.



HEALTH AND SAFETY:
LICENSING AND HEALTH RULES

Turtle Rock Preschool is licensed by the State of California and must abide by all rules and
regulations outlined by the state. It is our staff’'s responsibility to follow these rules and regulations
as well. If you have a question or comment regarding any of these guidelines, please see the
Director.

ADMINISTRATION OF MEDICINE

The medication policy of Turtle Rock Preschool dictates that any medication
8 brought in by the parent needs to have the child’s name clearly marked on the
R original medication bottle. A medication form must be completed by the parent.
a This form can be found in your child’s classroom and needs to be given to your
@ child’s teacher. All medication must be brought to the office to be stored in the
<) medication cupboard or medication refrigerator.

PEANUT FREE ENVIROMENT

It is our responsibility to provide a safe environment for all children. We request that all parents
honor Turtle Rock Preschool as a “Peanut Free” environment since some children have serious
allergic reactions to peanuts and peanut products.

ALLERGIES

If your child has severe allergies that require monitoring and intervention in case of an allergic
reaction, please be sure to outline all allergies and the required treatment with the teacher and
front office staff. The allergy information will go on your child’s emergency card. We make every
attempt to make sure that no peanut products are introduced into the classroom and a “peanut
free environment” is maintained. If there are additional items your child is allergic to, we will work
with you in trying to prevent your child from coming in contact with the item. Although we will use
our best efforts, we cannot guarantee that other parents or children will be as conscientious as we
are and, therefore, can not guarantee your child will not come in contact with an item that may
affect your child. If the allergy is extreme, you will be asked to sign a release from liability form.

ILLNESS AND ACCIDENTS

When a child at Turtle Rock Preschool becomes ill or injured,
staff’s first priority is to meet the child’s physical needs and then
inform the Director or Assistant Director. An Accident Report
must be submitted to the Director/Assistant Director as soon as
possible following the accident and injury indicating what action
was taken and must include the signature of the staff member
administering care. In case of illness, the Director/Assistant
Director will take the child’s temperature. A phone call to
parents will be made when the Director/ Assistant Director deems it necessary. If a parent is
requested by the Director/ Assistant Director to pick up their sick child, the child may not return to
Turtle Rock Preschool for 24 hours following the time sent home or until the symptoms subside.
Children should not be sent to school if they are vomiting, have a fever, diarrhea, or are obviously
not well.

wash hands

hand over mouth ~ usea tissue




BASIC FIRST AID

Any cuts will be thoroughly cleaned with soap and water. Ice will be applied to any bruises, bites,
or other injuries. Turtle Rock’s staff has been trained in First Aid and CPR. 911 will be called for
any emergencies beyond our ability to treat.

REPORTING CHILD ABUSE AND NEGLECT

All personnel working in a licensed childcare facility must report suspected child abuse or
neglect. There is a criminal penalty for violation of this reporting law.

PLAYGROUND ACTIVITIES AND SAFETY

Children learn through active use of their senses. Many great
opportunities for learning occur outside. The Playground is an
educational environment where children learn about their physical
capabilities. It also helps develop social skills involved in organized
and informal play. All staff will observe the following rules:

1. Staff will always know how many children are in their care:
They will count children before taking them out.
They will count children while they are out (more than
once).
They will count children when bringing them in (once in
line and when beginning the next activity)
2. Children will be reminded to use equipment as it was meant to
be used (i.e., climb on climbing equipment, not on swings, etc)
3. Children will never be allowed to engage in hazardous play of any kind. Redirection,
distraction, praise and other techniques of positive discipline will be used when necessary
to discourage negative behavior.
4. Digging will be limited to sandboxes.
5. Staff will be actively involved in supervision of children.
6. Children will be kept in sight of staff on the playground -- never allowed to wander out of
sight.
7. The children will be kept in age appropriate groups and the number limited to avoid
overcrowding.
Children will never be left unattended.
Parents will pick up their children by entering the building through the office and signing
the children out properly. Children are never to be picked up directly from the playground.
Children are to be released only to those adults authorized to pick them up, as indicated
on the enrollment forms.
10. Staff members will give their full attention to the children in their care.

©®

FIRE ROUTINE
Basic rules for evacuation in case of fire are as follows:

1. Procedures not only include getting the children out of the building, but far enough away
from it to allow safe access by fire equipment.

2. Staff members always take their attendance sheets with them when exiting the building to
count children.

3. Turtle Rock Preschool practices fire drills at least monthly and alternates the time of day.

4. Exit routes are posted with procedures by classroom exit doors.



EMERGENCY PLAN

Turtle Rock Preschool has a disaster plan in place should any emergency situation require an
evacuation. Our disaster plan is posted in the Front Office, and evacuation routes are posted in
each classroom. In case of an emergency, the Staff and Administration will be acting in the best
interests of your children. Children's safety is our first priority. Should our property remain unsafe
immediately following such an event, our temporary relocation and gathering place, if

available, will be University High School located at 4771 Campus Drive, in Irvine. In the event of
such an emergency, you will be contacted at the first opportunity and given information and
instructions.

ASSESSMENT REPORTS:

Assessment reports are done twice a year at Turtle Rock Preschool. We use this time to share
information on your child’s progress. These reports may be discussed with your child’s teacher
during Parent Conference Week.

FIELD TRIPS:

Your child’s class may schedule periodic field trips. Field trips will relate to
and expand the studied curriculum. Parents may volunteer to accompany
classes on field trips as often as available. We encourage and appreciate
your support.

POTTY TRAINING:

We work with parents and children in the Toddler Program to assist in potty training. The child
must be fully potty trained to move up from the Toddler Program to the next level. We do not
allow pull up diapers in the Preschool Program. The child must be fully potty trained, including
during naptime. We recognize that an occasional lapse may occur and, as long as the lapse is
temporary, we will work with the parent and child to get the child back on track. If the problem
persists, or if we find that after admission a child is not fully potty trained, it will be at the discretion
of the administration to decide if the child must withdraw until they are ready to join the preschool
program. If you know that your child occasionally has accidents, we strongly recommend that you
send an extra set of clothes to be kept in the classroom.

MEALS AND SNACKS:

Morning snack, lunch, and afternoon snacks are included with the
tuition for children ages 2 months to 2 years, once they are able to
eat table foods. For children 2 years and up, morning and
afternoon snack is included, you have the option to bring a lunch
box from home or purchase a hot lunch. If you choose to buy a
hot lunch, the menus are located in the office. Staff are
encouraged to sit and join the children. Setting an example of
good table manners is important. Children will be encouraged, but
never forced, to try each food item. Please label all food items
sent with your child’s name. If sending food/snack items please
do not send candy. Our goals are to encourage healthy eating.




NAP TIME:

Infants (2 months to 1 year): Parents are required to bring in two portable crib sheets, a
blanket, and a portable crib bumper pad. The staff will wash sleep items. Children are on
individual sleep schedules.

Toddlers (1 to 2 years): Parents are required to bring in a portable crib sheet and a blanket.
Children will take rest time on a mat. The staff will wash sleep items. Children nap approximately
12:30 to 3:00.

Preschool: A quiet time before nap allows the children to relax. Turtle Rock Preschool will
provide mats for naptime. Parents are required to provide a portable crib fitted sheet (blankets
are not acceptable for the bottom sheet) and a blanket for the top if needed. Pillows are optional.
All nap items must be placed in a backpack large enough to hold them. Children must be able to
pack and unpack these items on their own. It is the parent’s responsibility to bring nap items in on
Monday and home on Friday to be washed. Quiet activities are started at 12:30 PM and naptime
is from 1:00 to 3:00 PM.

Kindergarten: Quiet time is from 2:00 — 2:45 PM, after the core program children leave. Quiet
time is for children attending all day. Parents are required to bring a beach towel or a rollee-pollee
on Monday and take it home on Friday.

*Please make sure all items sent from home are labeled.

DISCIPLINE:
THE CHILD

Each child develops at varying rates in different areas (physical, cognitive, social, emotional, and
language). There is a logical order, yet timing differs with each individual child. Turtle Rock
Preschool staff are aware that each child is different, and will not compare your child with another.

POSITIVE DISCIPLINE

At Turtle Rock Preschool, we use positive discipline. We use the following techniques according
to age-appropriateness and the individual needs of each child.

Distraction and redirection: suggest appropriate behavior. (Note: Turtle Rock Preschool
does not use Time Outs.)

A quiet, private talk: showing respect for the child’s feelings, getting down on the child’s
level and looking them directly in the eye. Giving him/her our undivided attention.
Praise: “Catch the child being good”. Praising the child who is behaving appropriately.
Indirect praise: Praise the child who is sitting/standing next to the child who may be
having trouble.

By using examples: When asking the children to be quiet, use a whisper voice.
Arrange contingencies: (if, then statements). For example, we might say “If you finish
putting the blocks away, then we can...”

Redirection to another area: Redirection is done in a positive manner. Teachers give a
forewarning of behavior that needs to be corrected. When the child is not following
direction and is demonstrating inappropriate behavior, teachers follow through with
redirection to another area in the classroom or yard. [f the child persists with
inappropriate behavior, the teacher will shadow the child until child is ready to resume
play in an appropriate matter. Once the child is ready to resume play, the teacher will
explain to the child why he/she was removed from the area and redirected to another
area. The teacher will discuss with the child how to make better choices.



TUITION POLICY:

REGISTRATION FEE

The registration fee paid at the time of enroliment is non-refundable. Returning students must
include a $85.00 re-registration fee with their re-enrollment form in May, in order to guarantee a
place on the class list for the following September. This fee is hon-refundable.

FINANCIAL AGREEMENT
Parents are responsible for 2 weeks of tuition once they choose a start date for their child.
If the start date is changed, tuition will be charged from the original agreed start date.

If the child does not attend, any tuition already paid will be considered the two week notice
required.

Rates are payable monthly on the first of the month in advance of attendance. They are subject
to change as conditions may require. Parents will receive at least four weeks notice of any
change in rates. If an emergency arises in terms of payment, please contact the office so that an
alternate method of payment can be arranged.

There will be a late charge of $15 for any tuition not paid by the fifth of the month, and an
additional late charge of $15 for tuition not paid by the tenth of the month. Should the fees
become delinquent by more than one week, immediate withdrawal of your child will be effective
until the balance is paid in full and a re-registration fee is paid.

All outstanding balances must be paid 2 weeks before the last day enrolled. If any outstanding
balances occur during the last 2 weeks they must be paid within 24 hours in order to continue
attending school the following day.

RETURNED CHECK POLICY

A $25 fee will be charged for any returned check. If a second check is returned within a 12 month
period the fee will be $40. A third occurrence within 12 months of the second returned check will
result in a fee of $50. From that point all future payments must be made by cashiers check or
money order for the following six months. After the six month period the family may return to
payments by check. Any time there is a returned check, cash will be required as a replacement.

ABSENTEE POLICY

YOU ARE RESPONSIBLE FOR FULL TUITION EVERY MONTH WHETHER OR NOT YOUR
CHILD ATTENDS SCHOOL THE FULL MONTH. THERE IS NO ABSENTEE CREDIT. Should
you miss a day of school because of holidays, vacations or illness, you may not substitute your
scheduled days for non-scheduled days due to ratios and schedules. You may request to add a
day at a daily fee, if available.

SCHEDULE CHANGE POLICY

If you wish to change your child’s schedule and there is availability, you must give two weeks
advance written notice to the office. (Forms are located in the office)




WITHDRAWAL POLICY

You must give a minimum two weeks written notice if you intend to withdraw your child from
school. Tuition will continue to be due for this notice period. If your child is absent for two weeks
and the month’s tuition has not been paid, your child will automatically be discharged from the
school and you will be required to pay a re-registration fee prior to re-admission to the school.

LATE PICK UPS:

MORNING PROGRAMS

Our AM program ends at 12:30 p.m. If your child remains at school past 12:30, you will be
charged and agree to pay the following fees per child:
Starting at 12:31 PM, the charge will be $1.00 per minute

FULL DAY PROGRAMS

School closes promptly at 6:00 p.m. If your child remains at school past 6:00, you will be charged
and agree to pay the following fees per child:
Starting at 6:01 PM, the charge will be $1.00 per minute

KINDERGARTEN

The core Kindergarten program ends at 2:00. If your child remains past 2:00, you will be charged
and agree to pay the following fees per child:
Starting a 2:01 PM, the charge will be $1.00 a minute

You will pay this amount directly to the staff person responsible for
keeping the school open past the scheduled closing time. P

*Please note that the time is based off of the clock in the office* (( ‘ ))
Note: If your child is left at Turtle Rock Preschool longer than 30
minutes past the scheduled closing time without contact to the school
and the school has exhausted all emergency options from your
emergency card, then the Irvine Police Department will be contacted. At

that time your child will be the responsibility of the Irvine Police
Department. You will still be responsible for the fees incurred.

10



We recognize that occasionally people run late and unfortunately, therefore, late fees are
incurred. For most of our parents this is a very rare occurrence and we appreciate everyone
being diligent about picking up their children on time. A parent being late can be upsetting to a
child who is waiting and also impacts the teacher's plans, the activities of the class and proper
ratios of children to staff which are difficult to adjust at the last minute.

We do have a benefit that we provide of adding an hour to the daily schedule, but this is intended
to be an infrequent occurrence since staffing and activities are planned in advance. This benefit
is not an option to avoid late charges and cannot be arranged at the last minute. The additional
time may be added only in one hour increments at $10 per hour. Anyone needing to add an hour
to the schedule will need to call no later than 11 AM to request it. When an hour is added it will
mean that the full extra hour is charged even if the child is picked up before the hour is used, or if
only a partial hour is used. We adjust staffing and planning based on the full additional hour.
Thank you for your cooperation in understanding how this policy is intended to be used
infrequently and with as little disruption to the class as possible. Anyone calling after 11 AM will
be charged late fees and not have the option to add an additional hour. Also if the adding of an
hour becomes a regularly used option we will need to adjust the child's schedule to one that more
accurately reflects the most consistent pick-up time.

HOLIDAYS:

Turtle Rock Preschool will observe the following holidays during which the school will be closed:

CHRISTMAS WEEK THANKSGIVING DAY

MEMORIAL DAY FRIDAY AFTER THANKSGIVING DAY
NEW YEAR’S HOLIDAY LABOR DAY

JULY FOURTH FRIDAY PRIOR TO LABOR DAY
PRESIDENT’S DAY (IN-SERVICE)

PROFESSIONAL GROWTH DAY - To be announced

You must pay full tuition for your child for the months that include the holidays listed above.

SIGN IN AND OUT:

It is Turtle Rock Preschool’s and the State of California’s requirement that each child must be
signed in and out by a parent or authorized parent representative everyday on the sign in and out
sheets. A full legal signature is required. Children will be released only to those authorized
persons designated on the child’s emergency form. It is the parent’s responsibility to notify the
program of any changes needed on the emergency card.

UPDATING OF EMERGENCY INFORMATION:

It is important that Turtle Rock Preschool maintains current and accurate records for each child so
that parents can be contacted in case of emergency. It is the parent’s responsibility to make sure
that we have contact numbers that are current and up to date on file. If there are any changes to
this information, the office must be notified so that we can update our records.

CHILDREN’S BELONGINGS:

Turtle Rock Preschool cannot be responsible for safekeeping of any personal belongings brought
to the school including clothing items. Jackets/Sweaters and any personal possessions should be
clearly labeled with the child’s name.
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SIBBLING DISCOUNTS:

If a family has more than one child in Turtle Rock Preschool, we offer a discount of 10% for the
oldest child if both children are enrolled full time.

NO SMOKING:

No smoking is allowed on the premises of Turtle Rock Preschool.

LANGUAGE:

Please be careful that the language you use while at the preschool is appropriate for children.

BIRTHDAYS:

All children’s birthdays are celebrated at school making it his/her special day. You may bring a
storybook and write your child’s name inside. We will announce that the book is from your child
for the class to keep, read and enjoy. We will read it together and make it a special day. You
may bring a snack to share with the class during morning or afternoon snack. Please keep it
simple. For example: cupcakes, mini muffins or cookies. Please discuss plans with your child’'s
teacher in advance. To prevent hurt feelings please do not send party invitations to school unless
you are inviting the whole class. To invite only a few students, please mail the invitation directly to
their home. Please see the office for addresses. Do not send any food that contains peanuts,
peanut butter, peanut oil or any other nuts because of allergies.

HEALTH ASSESSMENTS:

Each child is required to have a current health form on file. The health form must be completed by
a physician and must have been conducted within the last year from date of enrollment. The form
must include a record of up to date immunizations and the signature of your child’s physician.

You must have the form completed before your child starts school. Thereafter, whenever
immunization renewal information is needed, parents will be given 15 days to update current
records. Failure to do so may result in that child being dismissed from the school.

WAITING LIST:

Turtle Rock Preschool maintains a waiting list for all classes. Families may apply to be put on the
waiting list by completing an application card accompanied by a non-refundable $85.00
registration fee. Applying for enrollment does not guarantee placement. Once an opening for
enrollment occurs, we review the waiting list. We do have a commitment to families within the
school that may be trying to place another child. Full time requests also receive priority over part
time requests. If you are no longer interested in being on the wait list please do call and ask that
your name be removed. Also do not be discouraged if there are other names ahead of you on the
list since when calling people on the list we find that families may have already made other
arrangements and therefore your name comes forward.
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POLICY ON AGGRESSIVE BEHAVIOR (INCLUDING BITING):

Turtle Rock Preschool is committed to making our environment as safe and as protective as
possible for your children. We are careful to closely supervise and monitor children in our care at
all times. Despite our very best efforts, incidents normal to the child’s age group do occasionally
occur. Children at this age do not always have the verbal ability to express frustration and may
act out in aggressive ways when experiencing frustration. This behavior is perfectly normal for
certain age groups and we work with the child to more appropriately channel his/her frustration. In
addition we work with the parents in discussing how they can also assist in altering the behavior.
As parents of small children already know, it sometimes is just a matter of a few seconds for an
aggressive child to grab a toy and the offended child lash out in frustration. This can occur before
an adult can intervene despite it occurring right next to a supervising teacher. However, if this
behavior develops into a repeated pattern that endangers other children we must take actions to
protect the other children under our care. The behavior of the aggressive child who grabs the toy
is just as complicit in the incident as the child who bites in response. Both behaviors need to be
altered. We will continue to work with parents to inform them of any incident and to help alter the
aggressive child's behavior. However, if we feel the behavior is a danger to other children (or that
the child needs more dedicated supervision) we will have no choice but to ask the parents to
withdraw their child until the child is able to control their aggressive behavior. This behavior,
including but not limited to, pushing, hitting, biting, continually grabbing toys from other children, or
in any way provoking an altercation must be brought under control before the child can return to
Turtle Rock Preschool. If we have documented and/or spoken to the parents of an aggressive
child on three occasions, the child will be asked to leave if any subsequent incident occurs. If the
child has had three incidents, but six months or more have passed without any occurrence, we will
consider any further incident as a relapse and will allow one further occurrence before requiring
the withdrawal of the child. We hope parents will understand that it is never easy for us to ask any
child to be removed from the school. We do however want to assure all parents that their child's
safety will always be protected and we are committed to providing a safe environment.

SCHOOL INITIATED WITHDRAWAL POLICY:

Turtle Rock Preschool reserves the right to have any child removed from the school at any
time without previous notice or a corrective program being required.

We will be working with you to teach your child to participate, cooperate and be a responsible
member of the group. In the event that, a child’s behavior places the child and/or other children in
danger or interferes with the focus of Turtle Rock Preschool, our policy includes but is not limited
to the following:

We may ask you to pick up your child and keep him/her home for a period of one
additional day to one week.

If a child is brought to the front office because of behavioral problems or because the
child is ill and cannot be returned to the classroom for the safety of the other children or
the child’s own welfare, the child must be picked up within one hour of the phone call
notifying the parent of the need to pick up their child. If the parents are unable to pick up
the child within an hour, an additional fee of $15 per hour (or any portion thereof) will be
accessed in order to care for the child in the front office.

Staff will document a record of behavior.

Staff will inform and discuss with parents any child’s behavior which becomes persistently
disruptive and which is not alleviated by individualized guidance techniques.

If the behavior persists, the Director and/or administrator will notify the parent that the
teacher has requested intervention.

The Director will speak with the parents and discuss possible courses of action and a plan
will be designed and agreed upon by the school and parents.

If parents are unable to provide support, or even with the parent’s support, the plan fails to
improve the behavior, Turtle Rock Preschool reserves the right to terminate enrollment.

We all want your child to be a successful and responsible person and we look forward to working
with you if any problem arises
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PHOTOGRAPHS AND INFORMATION SHARING:

Please notify your child’s teacher and the Director if it is your desire that your child not be
photographed. Children are often photographed during spontaneous occasions and if you do not
want your child’s photograph taken you must notify us in writing. There are occasions when your
child’s photograph may appear on publications or materials related to Turtle Rock Preschool
unless we have been otherwise notified. Please also inform us if you do not want your address or
phone number shared with other parents. Parents occasionally ask for other parents’ phone
numbers so they may contact them or send out invitations.

COURT ORDERS AND CUSTODY:

Turtle Rock Preschool recognizes that both parents have a legal right to be a part of their child’s
life. The school denies a parent access to their child ONLY if there is a legal document, which
addresses that denial. We will need to have a letter from the custodial parent stating that the non-
custodial parent is not allowed to pick up the child. In addition, we need a certified copy of the
current court order which states the rights or restraints ordered. We will not accept information
regarding the validity of orders over the phone. Only written instruction will be accepted.

Visitation with the non-custodial parent will not be permitted to take place at the school.

SPECIAL NEEDS:

We do our best to work with any children who have special needs. Please consult with the
Director prior to enrollment if your child has special physical and/or emotional needs. We will
make every attempt to integrate any special needs child into our program as we can reasonably
accommodate.

ANTI BIAS/MULTICULTURAL POLICY STATEMENT:

Our programs teach children to challenge discrimination, prejudice and stereotypes while
increasing respect and understanding for others. We incorporate culturally diverse/ anti-bias
philosophy in our physical surrounding through books, posters and displays. Our diverse families
are one of our best resources. We encourage our children to participate in culturally relevant
activities. We train staff to be culturally sensitive in interacting with children and families within our
program.

SECURITY:

Turtle Rock Preschool’s main front entry door is magnetically locked to prevent unauthorized
access onto the premises. Each authorized individual has a unique Personal Identification
Number (PIN) code that may be entered into a keypad to gain entry. Please do not share your
PIN with anyone else.

For security reasons we ask that you not hold the door open for other individuals, even if you
personally know them to be another parent.

Visitors must ring a bell, and wait to be admitted by a staff member. Video and audio recording
devices are located throughout the school for observation and security.
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INSTRUCTIONS FOR USE OF SECURED FRONT ENTRY DOOR
AND ELECTRONIC SIGN-IN / SIGN-OUT

To gain entry when dropping off or picking up your child, and electronically sign-in / sign-out
your child:

1. Atthe outdoor keypad, press the [ button and enter your 4 digit PIN when prompted.

2. The system will them prompt you to select which children to sign- in / sign-out. Press
to sign-in / sign-out your child (or all children if you have multiple children enrolled). .

If you prefer to sign-in / sign-out only one child and not the other, simply press the designated
number corresponding to that child.

3. You will receive confirmation with “DOOR IS OPEN” displayed on the keypad, and the door will
unlock for several seconds to allow you to enter.

Note: In the event you enter without using the outdoor keypad, please use the touch screen in the
office to sign-in / sign-out. This allows us to keep an accurate electronic record of all children
currently on the premises. Watch the screen regularly as special announcements and messages
may appear occasionally.

Due to licensing requirements by the California Department of Social Services, you must also
sign-in / sign-out your child in writing in the classroom.
To check your account balance:

At either the outdoor keypad or the touch screen, press the button and enter your 4

digit PIN when prompted.

Your current balance will be displayed for several seconds.

Please see a staff member in the front office if you have any questions or require assistance.
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